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1 _ Obtain background information from HEB, RECD, and GSA on
the current operating procedures for handling capital
irmprovements and equipfment replacement.
2. Review Standard Level User Charge (SLUC) procedures in

coordination with GSA Buildings Managers for informa-
tion pertaining to the processing of work orders for
capital improvements and equipment Teplacement; such
as, criteria used by GSA, Region 3 for scheduling

. work priorities, party responsible for the funding,
method to be used for follow-up and expediting Agency
requirements through GSA channels. Establishment of a
focal point officer on various levels.
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3. Identify all capital improvements and equipment replace- |
ments that are currently programmed for, and are in the
GSA systen. Coordinate with HEB, RECD and GSA in
working up a complete list of all projects that are in
the working stages and projects in the planning stages.

Prepare a complete list of these projects and establish

guidelines that are agreeable to all parties concerned

to insure this list is maintained on a current basis
at all times.

4. Identify the responsible officer for each project (Pro-
ject Officer). Determine source of funds; such as,
GSA, Agency, etc., dollar amount of each project.
Establish z starting and estimsted completion date for
each project on the list.

5. Prepare a detailed plan that will include all the steps
outlined above and put this objective into a finished
product.
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